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TO; Chief, Management Stuff 

SUBJECT' t Survey of Signal Canter Cable Heference Service 


1. mmmmi 

a. Determine whether cab let; are- vital materials, and, If neces- 
sary, establish procedus to provide for vital Materials 
protection of current cable traffic, (Present Measures pro- 
vide protection for cab #» over six months old). 

b. lataroLae the reference ind copy retention imwiuirememts for 
copies of cable® maintasaed by this office end provide for 
proper mlirteaance and fisposifttor of all copies, 

c. Simplify, improve or eliminate fable alerofi soing operations 
in accordance vl th needr established under item* (a) and (b) 
alcove , 

d. Recoaaead a asy improve®®. <ts in procedures, fores and equip- 
ment which become # vide? A in the course of the survey. 

2. ASBUSSmoeiSj 

a . It is awnased that a numerical fife of cables Is a c c e ssa ry 
to serve tie long tens cable reference requi resents of the 
Agency . 

h. It is also assumed ti«t th® responsibility for providing such 
service ip a proper function of the Office of Coewunleaticms . 

These assuBption® ero mrt: because it would be necessary to 
carry this eurve> to otiier offices to determine otherwise * 

3. TACTS mm ms OR TKF FSffl’llM: 

a. The Signal Center is maintaining, on a permanent basis, a 
numerical reference file of all incoming, ewt$»tng end lateral 
cables. These include -rabies wfcl-'b originated under COI, OBS, 
SSU and CIG as well as fit . 

b. The average mafcer of request* for cable reference per Month 
la spproxiffiataly 1 % 5 « ilacb request calls for reference to an 
average of 3 crab tea . (.'See attached Appendix A). 

c . Upwards of 50£ of all »*ferers*e requests are made by &l. 
Approxiaetely 6$ are sa le by BSD. The remainder, except for 
about }$ 0 arc node by other IJB/p offices. (See attached 
Appendix A). 
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Boh of all cables requests* are dated prior t® . 

of all cables nfsat ad fall eitMn the years W 

aua* 1950 . The percentage a Tor those years are respec tl*r i.y 
mi, 20£ and 271* (See attached Appendix A}* 

In 1951 HI btgtt aaisteltlps sn a permanent baels, cogdas cl 
all cables to and frc® a/? office*, except for a ^ 3efer “ 
l«g sensitive indicators. 


f. 


According to R1 personae » , practically wt 

of flees for cables dated subsequent to 1950 are made to JJ 1 * 
Only sties the cable is not available in HI is tsie request 
referred to the feigns! Crater. Ssm^mllaMXI iy, in ■os- 
Instances, is dtae to the cable being charged out to enoUcr 


g, The Signal Center cable file i* not used for ncrvlciag refer- 
ence.- requests before the rabies are fe months old. Refsrerv.. . 
during the first 6 month? la tade to other copies, 1 * e * » 
action or 1 nf onoaUon eo ?ies or those s-aintainad: in a wteone- 
logical file by HI. 

h, All cables dated through -July 1953 ha-e t% ®®» nicrofilned . 

A^'ter being filmed, thee* dated throw# 1952 «w destroyed . 

Tliose dated from 1 .tausrv* <953 tbrou# July 1953 await- 
ing destruction. 

i, ftaftlleate reel® of all microfilmed cables have been deposits 

f vi tal doeunsnt protection. So cab i®s on ©- later 

than jttiy 1953 have hear afforded vital docuoaftt protec. loo. 

»„ Authority for the deeirve bios of microf li ne d. cables ® 

granted by the faiionai Archive© with the provision then the 
mSerefilra meet minimum standards as prescribed by the 
fattens! Archives aafl tl e Bureau of standards for gmtmneat 
record re teat ion* 

k . Ti*e great i a^reese in coble traffic in recent years ha© im- 
posed too large a load on the existing system far nueberin^ 
in and out cables, resu ting in *r unfavorable effect on 
reference efficiency. 

k. mBcmamt 

It la evident fro® the facts presented above that there is ^ 
continued reference to -telle® regardless of their ap^. Hotr:.- 
reference to older cables is for the purpose of obtaining 
data on personalities. Case officers and SSD personae 1 are 
continually digging tip »W date on persons in *** tbny 
have a current interest . Since the collection of information 
on certain Individuals and the storing of such ^information 
for possible future use is a significant aspect eu Jo* *nb- 
©tantire function of the Agency , there is no doubt that the 
cables is which tMs Irfcmaatlor. is stored are rito,. docn- 

went* . 
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may other cable* nmUAnta& valuable project data mould aim© 
be considered vital if, iaao emergency ; the record copy 
mbieh la noraelly maintained V the action office vtre 4a- 
strovad . As far as the analyst vaa able to deteruioe, *®* t; 
cable® contain either project or pereormlity data, both of 
ateieh si,f 7 ht be needed in an emergency . Therefore, vital 
document, protection ahoul i be afforded to a complete set of 
incoming end outgoing Perhaps a seal 1 percentage 

of cables mould not require vital Aoeumaat protection, but 
the cost of aegjpapdSiag them mould ammmt to 'more than tim 
small extra cost of maintaining all. 

Obvious ly, vital document protection should be provided ae 
pr o m pt ly upon receipt or dispatch of cob lea as practical*, e . 
Under the present procedure of depositing microfilms of 
cables for vital Somasen* protection, current- cable traffic 
Is not protected because it 1* 'not practical to microfilm 
lea® than a 6 aooths’ acc ugralatioo of cables. To film 
leas than a 6 months * sccamuisticm mould necessitate the 
preparation of a voluotn* : tis index which would nullify m ost 
of the benefit* usually expected from microfilming. There- 
fore, if current cable traffic ia to be accorded vital mate- 
rial. protection, such protection mask be accomplished through 
the use of hard copy. An extra ditto copy could be run off 
at the time of initial distributions for this purpose . 

Insofar os the cable reference service provided by the Signs i 
Center is concerned, some of the facts obtained indicate that 
p^tlcslly all mtitm* to cables dating after 1950 mi+t 
prObeb.ly- be served by tfeo file maintained by MI. In such an 
ev en t , reference to obfies* cable# would still have to be 
served by the Signal center film m they are not, available in 
Ml. A1 ihou^i the evia»n.» eaetns to point to a need for change 
in the present cable mf-rrerase service for reasons of economy, 
it would be impossible to n-mke specific reecMssaadatdon# with- 
out first obtaining more details as to h am the HI file is 
maintained ar-d indexed , and what the reference requirements 
of users are. 

An examination of the cable microfilming operation revealed 
that e rase of the films being produced barely memt the mi nitmio 
acceptable standards prescribed by the Sat ion® 1 Archives for 
permanent record retenti an . Ttxlm deficiency is attributed ».# 
to a defective camera and also Indiroctly to faulty process- 
ing. It is in no may the fault of the Signal Center camera 
personnel mho are performing. their filming and. film reference 
functions with, coape tense and skill. "bey mere quick to 
point out to the analyst the defective images which they had 
been getting lately, explaining that they thought it was 
caused by poor proceeds t - It mas quite natural for them to 
tMhk that poor processing was the cause since a lot of 
processing difficulty hud been experienced In the past. The 
analyst reco^asised that most of the defects were caused by a 
defective capers and tool necessary action t© have the camera 
repaired . 
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The camera now in use prodm-es duplicate roll* o. ill* 
simultaneously; one roll eg Tor reference use at tue 
Signal Center and the otto©* roll for vital document de- 
posit.. This earner*, which im* a reduetton ratio Of 7 
to 1, produces a aicrofit s taag* approximately 25$ 
larger than is usually oat? of alailar record® . ®e 

larger Usage is Weired bemuse anything s^Uer would 

fee hard to read on the preeent reader. i. 

17 to 1 camera were replaced by n 24 to 1 enm m*** 
preeent reader mere repleeed by « reader of higher «a,. i- 
ftoatlon, the anise results could be obtained with * 
savings of alooat 25$ in fit® c©muaptio n. There would 
be other advantages too, in that the 2h to l neaera is 
available in a later eodel which weald be lees auace^blo 
to breakdowns and a are reader 'would have bet er iUwi- 
nailoB than the present model. 

the present camera was procured as. a rental basis. A new 
cause ra could ala© be rented at the same rate. A new 
reader, however, would hare to be purchased si a coal of 
Mm. ‘ In view of the large amount of reference «*4e to 
alcronitsed cables, it in felt that this coat could 
quickly be recovered through tla* saved in .ooating and 
abstracting cables. The money saved on fj ,a and ,11m 
processing would, of eo area, be an added Incentive .or 
procuring a new reader » 

In anA out matters are esaigned respectively to all 
cables received and transmitted by the Signal -enter to 
facilitate logging ar.d reference control^ J^*J}** 
asaigaed consecutive numbers -Trow 1 tj> , 9|9 e 

cable* are assigned wafers front ^,199. ^^ 

a block of mwfeere has teen eadsemsteil, ttos eat-e b ocfc 
is started over for aueeeediag cables, tsurisfi the pas - 
year a block of numbers fees been lasting for a tittle 
'leas than 6 months. 

This numbering system we* ieaigoed several^ year* a^ 
when cable traffic was much lighter than It is today. 

Sow. the uae of the see* two blocks of numbers over ana 
over again with so symbol to denote dates creates a de- 
cree of confusion when a cable is asked for fey in or ou 
number sad the date is net known. Because any given in 
or oat nuaber way l*v* 'teen assigned to as may as a 
dosen separate cables over the peat 5 e*™ is soae- 
times necessary to etaec’t »everal cables in warder to fifed 
the right one. This confusion could easily oe eliminated 
hr providing larger block* of numbers to cov er a w hole 
wh traffic and by prefixii*. the serial number with 
a syeboi to denote 'the year. For erassple, ia 

cable for 1955 wcuia be limtt&tUA f* p | 5 ~L g* 
tmt m l i^ssb^T 0f c®lsl#§ -*-39 #*■ 

tto iwt o* ««M b. Iteatlflcfl a. I5-M91U. AMWlra 
that, a fcloaC Of rM*mr* fro. 200,000 (» toO.OOO »». v» 
be designated for out -cable fejsabering, the first oat- 
cable for 1055 would be o'}-2X)000. Succeeding cables 
would be numbered OJWSOOGOl, 0 5-200002, etc. 
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5. ACTI08 HKOHMBBXOt 

*• 1*1 tii wwjwefc to providing vital document protection for 
cun-ant cable traffic, the following reeotmsendstiOBs are 

-model 

(i) At the tine of i* t ttal sable 11 etri but! on , mu off 
on extra copy of each ioeoe! ng and o^t^isg cable 
for vital doetwent storage. 

{2) Mak» daily deposits- at I b f the prewtoa# lay'* 
traffic . 

(3) Arrange each day** deposit is numerical sequence by 
in car out msnjber sad provide a copy of all pertinent 
log sheets to ameepasy each deposit to facilitate 
reference , 

(M observe as a mini suns the security precautions as 

outlined in Appei dix I for the protection of cables 
while in transit fro® Headquarters to the deposi- 
tory . 

(5) Con tinue the deposit of ralcrofila copy every 6 to 8 
wontha. When thr. f i .Its is deposited * destroy the 
hard copy. 

( 6 ) Set 1 January 1915 as the target data for Implement- 
ing these iHKHMaaesdations. On or shortly after that 
date, a daily run is being established between Steed- 
quarters and the aev accords Center, A pawl truck 
with a driver asS an armed courier will be used on 
the run, % using this service, there would be no 
need to increase tit© Off1.ce of Coemnicetiona * ?/o 
strength by two far this purpose. 

b. It seem apparent that appreciable savings of labor and 
equipment could be ret l i red by consolidating the long 
terra cable reference ssr vises provided by the Sig nal Cen- 
ter Kid SI and perhaps other offices, therefore., it i* 
recorrnenied that a more coapreheasive survey be mi* of" 
tlie Agency’s referene* &nd copy retention vwqptrvnents 
for caflM to deiermlxte whether consolidation would be 

r ctie#t. Such survey, if approved, would be conducted 
the Records tesEageweni division of the Ifenageew'nt 
Staff and would cover 31 . !)!>/** Arm Divisions, “ssn and 
other selected offices as well as additions! study in 
the Signal Center . 

<•* It is recommended that a new raicroflia reader and a new 
camera be procured to -replace the present wader and 
camera. This would result, in better quality file «M 
teeter reference service. a Model 9002 Dlebold. Reeder 
Kid a 0%X Commercial Wei Recorded: Camera would best 
suit the needs of the algae! Center micro? Using operation. 
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d. It Is recosaehded tha . the oresseai Sfmtm of serially 
numbering la and out -at lea be ©edified to the extent 
that each cable, regardless of date of origin, would 
bear a distinctive identifying mtwher. It io mggeated 
that the ays tew described in the last psrs.io'aph of 
itew 4 above be gives consideration since it would not 
require extensive chaises in the present masher tm* 
eachine# . In regard to numbering machine#, it Is' 
further sufjgseted that a new elec trie ms&erlag n»chSrte, 
manufactured by Sriberte and distributed by the' 

Charles S. Stott C<xb s*my, be investigated as a possible 
replacement, for the annua! anchiae* now in use. 


25X1 A9A 

Chief, lecords Haua^ement Bi vision 

APtSKBlCES : 

Appendix A - Cable Reference E-oads 
Appendix 3 - Security KeemS cements 
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